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Infroduction

The City of Hillsboro is proud to introduce ProjectDox — the Electronic Plan Submittal and
Review process now available for Planning, Engineering and Building Department submittals.
This user-friendly, innovative, web-based, paperless process will allow for the electronic

submission of all your plan related documents.

Benefits Include

e Reduced overall costs (paper, printing, transportation, storage space).

e Reduced time (delivery of documents and re-submittal documents).

e Increased efficiency and responsiveness in customer service (enhanced team work,
communication and collaboration).

e Support for green initiatives.

In the following pages, we will provide you with all the details and information you need to join

us in transforming the way you do business in our City.

Best Wishes,

The Gty of fitlsboro Development Departrents Web-Enabled Collaboration

Jwner

Architect
.i

Manager Engineer
g Project %

':az.s,.;»

Subcontractors . Contractor

Suppliers
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Best Practice Checklist

To help make your use of the system successful, please see the list below:

Please use Internet Explorer when using ProjectDox.

All drawing files shall be single page files...no multi-page drawing files will be accepted.
All non-drawing documents can be submitted as multi-page PDF, Word, Excel or other.
Please follow our file naming standard.

Please see the helpful “Tips” located throughout the guide.

All revised sheets must be named the same as the previously submitted.

Ensure all revisions to plans are “clouded”.

A scale bar is required on all drawings.

Clean and purge all extraneous layers from the drawings.

Minimize the number of layers included in the drawings (100 or less recommended).
Minimize the amount of hatching and/or convert to a less processor-intensive format type.

Save drawing calibration settings to each drawing sheet.

A N NN N Y N U N N N N

If upload performance is slow, restrict the number of files and/or size not to exceed 100MB

per upload.

<\

Drawings shall be saved and submitted in landscape view.

<

A project team member can be removed from the ProjectDox system and access to client
files rescinded when the City is notified.
v Land Use Approval (Notice of Decision) documents must be submitted with your

Engineering and Building electronic submittal.

Security Time-out

Due to security the system will automatically sign you out after 120 minutes of inactivity. When
you are ready to resume working with the system, click any space on the screen. The system
automatically loads the sign-in page for you. You can also close the Web browser window and

re-load the sign-in page manually in a new browser window.
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File Naming Standards

To maintain a consistent method for naming your drawing and
document files, please see the information below:

All files should be named according to their order listed on the provided Title Sheet, Cover
Sheet or Table of Contents. Because ProjectDox displays the files in numeric - alphabetical
order, it is important to name the files starting with a numeric value followed by the document
name before uploading. The numeric value at the beginning of the file name ensures the order
in which they are displayed after upload.

IMPORTANT: Please limit the number of characters in the file name to 40 characters or less —

o u

abbreviations are acceptable. Do not include “-“(dashes) or special characters in the file name.

The following components make up the file name:

Sequential Display | Sheet Sheet File Name
Order No. Number Title/Name
001 G001 Cover Sheet = 001 G001 Cover Sheet

The following examples highlight acceptable naming standards for drawing sheets uploaded to
the Drawings folder:

Page 5 of 36
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Example #1

Lists of Sheets provided on Drawing Cover
Sheet:

DRAWING INDEX
SHEET NO. DRAWING TITLE

1.0 PRELIMINARY SITE PLAN

11 EVERGREEN ACCESS PLAN

1.2 PRELIMINARY PHASING PLAN

1.3 PRELIMINARY CIRCULATION PLAN

2.0 PRELIMINARY GRADING AND DRAINAGE PLAN
3.0 PRELIMINARY UTILITY PLAN

31 PRELIMINARY LIGHTING PLAN

1.0 LANDSCAPE PLAN

EXISTING CONDITIONS PLAN (ALTA SURVEY’
10F1 TOPOGRAPHIC SURVEY

Example #2

List of sheets provided on Drawing Sheet

COVER SHEET
0.1 PRELIMINARY EROSION & SEDIMENT CONTROL PLAN

Index:
SHEET # SHEET TITLE
01 - GENERAL
G001 COVER SHEET /
G002 DRAWING / SHEET INDEX
G003 RESPONSIBILITY MATRIX
02 - CIVIL
c0.0 CIVILNOTES
C1.0 EXISTING CONDITIONS & DEMOLITION PLAN

ePLANS™

Standard file names:

001 Cover Sheet

002 0.1 Erosion Control

003 1.0 Prelim Site Plan

004 1.1 Evergreen Access

005 1.2 Phasing

006 1.3 Circulation

007 2.0 Grading and Drainage

008 3.0 Utility

009 3.1 Lighting

010 1.0 Landscape

011 Topographic Surve
\IO grap y

The number value in front of the file
name ensures the display order in ePlans

Standard file names:

001 G001 Cover Sheet

002 G002 Sheet Index

003 G003 Responsibility Matrix
004 CO0.0 Civil Notes

005 C1.0 Exist Cond Demo Plans
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Example #3

Adding files to your uploaded documents in a manner to ensure the new file is in the correct

order:
| View Folders | | Upload Files | O n @
Cument Sort: - Select- -
= N AT
L O B3 0D X & i4 If vou want to upload a new
[] 001 Cover Sheet.pdf document and want it to be listed
Y & &8 X between the 001 Cover Sheet and
002 Erosion Contol pdfk__—-_l__-‘ 002 Erosion Control documents,
O o ] name your new file with "001.1" at
@ & & X the beginning of the file name.
D 003 Prelim Site Plan.pdf
B SadX

Adding “001.1” to the front of the file name of the additional document uploaded, placed it in
order between the files “001 Cover Sheet.pdf” and “002 Erosion Control.pdf”.

| View Folders | | Upload Files | O @

Cument Sort: - Select- -
M 2o BReha X s

D 001 Cover Sheet.pdf

=
B S5 edX
DDD1.1 Drawing Details. pdf /

S adX
[ 002 Erosion Control.pdf
H S e d X
DEIEIB Prelim Site Plan.pdf
B S edX

If you have any questions regarding the file naming standards, please contact us so we can
help.




ePLANS™
e

Electronic Plan Submission

Uploading Plan Drawings and Documents

Before you start, please complete the following:

e Submit your permit applications (including deferred submittal checklist if needed) via email
and pay any applicable plan review fees at the City of Hillsboro Planning, Engineering or
Building Departments located at:

PLANNING ENGINEERING BUILDING
150 E. Main St., 4% Floor 150 E. Main St., 4% Floor 150 E. Main St., 4% Floor
Hillsboro, OR 97231 Hillsboro, OR 97231 Hillsboro, OR 97231
Phone (503) 681-6153 Phone (503) 681-6147 Phone (503) 681-6144
Fax: (503) 681-6245 Fax: (503) 681-6469 Fax: (503) 681-6469
PlanningTechs@hillsboro- Eng Permits@hillsboro- Building dept@hillsboro-
oregon.gov oregon.gov oregon.gov

e When your permit application has been
processed and applicable fees paid, a

ProjectDox Review invitation will be sent Hello Eolans Fokaos:
‘Welcome to the City of Hillsboro gPlan system. This project invitation has been sent to you in response to

tO yOU re-ma | I da d d ress S| m | | ar tO th e | mage ¥0ur perl?illrequﬁst.kA pgrmit project has been created to allow you to electronically upload your drawings
. ) . A for permit plan check review.
be I ow. YO uwi I l receive a d Iffe re nt emal I To help ensure a flawless submittal and efficient plan check process, please review our Standards before
for each submittal; Planning, Engineering Foloming rea w060 Aoplcant User Guide). Your submitalwil be reected fhe
’ ’ -
File naming standards

or Building. Drawings and associated files . _ _
* Reserved space allowance for COH electronic approval stamp (top right comer)
must be Ioaded |nt0 the approprlate » Drawing and Document file types (DWF, PDF, DWG as noted below)

Graphic scale is reguired on all plan sheets
. Cregon Statutes and Oregon Administrative Rules require architects and engineers to sign and
d e p da rt men t p I‘Oj eCt . seal documents and plans submitted for public records. There are specific provisos for electronic
signatures within the Rules and Regulations. Architects and engineers are responsible to mest
the rules.

Invitation to Submit Plans for Electronic Review

To access your new permit project, follow the instructions below:

i Click the Project Access link below
i Enter your User Login and Password
fii.  Click on the Project link on the "My Projects" page
iv. Click on the "Drawings" folder
V. Click the "Upload Files" button and follow the instructions fo upload your drawings. View
the City of Hillsboro Elecfronic Plan Submiszion Guide here.
Wi, “Your drawings have now been submitted for plan check review

The City of Hillsboro will accept the following file fypes.

Drawings: .0WF required. Contact a Building Dept. Permit Specialist if you are unable to meet this
request.

Supporting Documents:

.DOC, DOCXK, XLS, XLSX, PPT, PRTX, PPS, PPSX, POF, PG, TIF, TIFF, PNG, MG, BMP,
TXT, WSD, RTF

Uszer Login: eplans-noreply@ci.hilleboro.or.ug Project Permit & FIR15-00034 Project Contact: Eplans.
Eplang Project Contact's Email: eplans-noreply@ci.hillsboro.or.us Project Permit Access Link

If you do not have access to the specified folder or have questions related to this permit, please contact
the Permit Specialists at (S03)-681-6144 or at building _dey hillsboro-o;

For any technical izsues please contact the System Administrator at pdoxad illsboro-oregon.gov.

This is an automated email notification and this email account is not monitored. Please do not
renlv to this email.l



mailto:PlanningTechs@hillsboro-oregon.gov
mailto:PlanningTechs@hillsboro-oregon.gov
mailto:Eng_Permits@hillsboro-oregon.gov
mailto:Eng_Permits@hillsboro-oregon.gov
mailto:Building_dept@hillsboro-oregon.gov
mailto:Building_dept@hillsboro-oregon.gov
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Logging In: New Users

1. Prior to logging into the ProjectDox application, the following actions must be completed:

a. If your computer has pop-up blockers installed, you will need to disable pop-up
blocking in order to utilize ProjectDox. Disabling pop-up blocking will be required for
each login instance, unless you select the “always allow pop-ups” option
(recommended).

[ Sites ] [ Import ] [ Advanced Default

Pop-up Blocker
@ Prevent most pop-up windows from Settings

appearirng. la, Ulmhﬁf}k.
[] Turn on Pop-up Elocker

InPrivate

b. The login page has an MSI (Microsoft Silent Install) component required to install all
necessary ProjectDox ActiveX controls. This installation will only need to be done
once; if you utilize a different computer it will require another installation for each
unique computer (see below).

c. You can drag the shortcut to your desktop or add to favorites (see below).

: © 2012 Avolve Software.
Pro]eCt ProjectDox (Version 7.7} is a trademark of Avolve Software. All rights resernved. a WRL €
1b. Install M S| lc. Drag to Desktop or Add to Favorites
rFa -
‘ To create a desktop shortcut, click an ‘
Citizens/Engineers/Architects click hereto | drag the icon below to your deskto Click here to add City of Hillsboro Eplans
Install ProjectDox Components N y to your Favorites.
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2. After reading the Terms and Conditions of Use, log in by entering your e-mail address and
temporary password (provided in the invitation email) and click the “Login” button.

I8 ciY OF HiLLsBoRO

Enter your e-mail address and password to continue.

CITY OF HILLSBORO
TERMS AND CONDITIONS OF USE

360 Your access to and use of the City of Hillsboro {"City™)
ProjectDox website (the "Site”) is subject to the following
terms and conditions, as well as all applicable laws. Your
2‘ access to the Site is in consideration for your agreement to

these Terms and Conditions :]TUSE;WNEINET ornotyou are a
CITY OF HILLSBORO \ ezeat winout imtaton o uaeaton, rese Tormns ans (7]

E-mail: pdoxbld1@ci hillsboro.or.us

Password: seesses|

[Lovin] Forgot your passwora?

3. Enter a new password (8-10 characters at least 1 number and 1 alpha character, case
sensitive) and personal account information. Items with a red * are required fields. Explore
the tabs “Project Membership” and “Group Membership”. These will provide information

about projects you are able to access. Be sure to click on the “Save” button to save your
profile.

(Change Password: Password Reset Question & Answer:

New password:* Security question:* |
Caonfirm new password:* Security answer:* |

Profile Information

Contact User Project Group
Information Metadata Membership WMembership TN
* Required field
Pdox B
First Mame: = LastName:
TestYahoo

Email:* pdoxestapp@yahoo.com HTML format €
Title:* | Test Account

Company: (NAif not applicable) * | City of Hillshaoro

Applicant Address 1:* | 150 E Main St

Applicant Address 2: | 3rd Floor
Applicant City:* | Hillsboro

Applicant StatefProvince: | OR [»| applicant Postal Code: 97123

Applicant Phone: * | 503-681-5432 e
Mobile: Applicant Pager:
Stamps: i)
Language:” |en (v

4. Store your login, passwords and security question answer in a secure location so they may
be retrieved at a later date.
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Logging In: Existing Users

If you are a returning user, log in to ProjectDox with your full e-mail address and password. If
you have forgotten your password, click on the “Forgot Password” button to see your security
guestions (your first and last name must match exactly how it was initially created in the
previous step). Your password can also be reset at that time.

Uploading Your Files

. . 6 project(s) out of 6 for Pdox TestYahoo ——
({pdoxtest: ahoo.com)
1' Any prOJeCtS for Wh ICh you have Project — Options CompType - Title Owmer Status
H H H H H 120111 04 BLD_SWR-REGUSTI ProjectDox Admin  Out For Corrections
access Wlth d IS p I ay n th IS | ISt : 1121001 (i ] BLD -EMBASSY SUITE-SEVEN STORY-165 Carol Brown Prescreen
ABCRentals o= ], @£ Equipment Rental & Supplies Carol Brown Prescreen
ape . COH Training Sandbox () 48 Sandbox Training area Carol Brown [Nong]
a. SeIeCt the SpeC|f|C prOJeCt Hillsboro Training 042 Hillsboro Training Project Tyson Florence In Review

Stamps Maintenance @) £ Project to create and edit stamps Carol Brown [None]

that corresponds to the
plans or documents you will be uploading.

Tip: The projects are listed by permit number i.e. STR15-00001. Each column can be
sorted to your preference.

2. Depending on the type of project you’re submitting for (Planning, Engineering or
Building), the folders you see will be different. These folders may or may not be visible
depending on the stage of your ProjectDox submittal.

PLANNING ENGINEERING BUILDING
& Planning @ Engineering
i-[C@ Drawings -3 Drawings =~ Building

-3 Drawings
-3 Documents

{23 Documents
3 Information Documents :
23 Decision -3 Approved AsBuilts - Approved

3. Folder description and content:

e Drawing folder: For drawing files only.

e Documents folder: For supporting documents (e.g. calculations or geo-tech reports).

e Decision folder: For final Planning decision, associated exhibits and batch stamped
plans

e Information Documents folder: For applicants must first receive permission from the
Case File Planner to use this folder

e Approved folder: For batch stamped plans for Engineering and Building projects

e Approved AsBuilts folder: For final approved AsBuilt drawings/documents.
Note: Please refer to the file naming standards when naming drawing files.

Page 11 of 36
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4. Click the “Drawings” folder to upload your

plan drawings or the “Documents” folder to
upload other project documents.

Follow the prompts for uploading your plans
and documents.

Click the “Upload Files” button and navigate
to your file storage location.

ABC Rentals
Main Contact: Alan B. Cooper
Expand cunent | Collagze | Ul

= ABC Rentals

{3 Drawings ep—on 2,

{23 Documents
3 Approved

ePLANS*

&\ lotes

Equipment Rental & Supplies

Projectinfo | Reports

Project Name: ABC Rentals
Description: Equipment Rental & Supplies

Project Image: No image exists

Site Address:

Applicant Name:  Alan B. Cooper

Applicant Email: poodtestapp@yahon com

Applicant Phone:

Applicant Cell Phone:

Applicant Pager:

Project Owner: Carol Brown

Ovmer's Email: carolb@ci.hillsboro.orus

Project Admins: Carol Brown

Status: Prescreen

Status Info:

Project StartEnd:  Start: 3121/2012 11:51:42AM | End:
Pass-Through: mov, wmv, ai,htm, himl,install,config, mp4.
Versioning: Enabled for this project

Tip: You may encounter a Silverlight recommendation, and in order to facilitate a
more efficient upload of multiple files we recommend you install Microsoft

Silverlight 4.1 or higher from the following link:

www.microsoft.com/silverlight

Browse to the files on your computer (red arrow) and select
the file(s) location on your computer. Then select or highlight
the files you want to upload. Multiple files (preferred) can be
selected by using your Shift or Ctrl keys. Click the “Open”

button.
folders!

Tip: You can also drag and drop files or

ABC Rentals
Main Contact: Alan B. Cooper
Folder: ABC Rentals\Drawings

Mo files currently exist in Drawings.

To upload files into this folder

(1) Click the Upload button below

(2) Follow the instructions in the ActiveX pop-up
window

Large files may take a few minutes to be
processed. Click the Refresh hution at the top
ofthe page to refresh your file list view.

View Folders Upload Files

Select files for uploading

%]

Loak in: I [ VLMK sample drawings

= of =

ePL 'NS*° Close Window
CITY OF HILLSBORD
My Recent
Documents
Desktop
Browse My Documents
Upload URL: 1
My Computer
URL Display Name:
-
URL: 1
[vptond un | e
m Flaces
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Lé ) 0-COV 1.0-Cover-PLOT. pdf

) 0-CR L.0-Codereview-PLOT. pdf
) 0-CR L. 1-Code-Floor-PLOT. pdf
| 0-G 10-Site Plan-PLOT.pdf

) 0-G20-Grading-G2.0.pdf

T 0-G30-Utilities-G3.0.pdf

= 1-40.0 Arch Schedules-A0.0.pdf
= 1-ALO-Floor Plan-PLOT.pdf

"~ 1-A1.3Enlarged Restroom Plans and Interior Elev-A1.3.pdf

* 1-A2.0-Elevations-PLOT.pdf

= 1-6.0-Misc Architectural Details-PLOT.pdf

= [2.51.0-Foundation Plan PLOT pdf:

T1251, L Enlarged Foundation Plan-PLOT. pef

) 2-52.0-Foundation Detalls-52.0.pdf

7 2-52.3-Foundation Detz
) 2-55.0-Roof Framing Plz
) 2-56.0-Roof Framing De
T Test results. pdf
£l Test results. xlsx

< 1) J B
File name: I”Z—SLD—Foundation Plan-PLOT pdf" "W-AODArj Open
Files of type: | A Fies ) | Cancel



http://www.microsoft.com/silverlight
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8. Once the files are presented, select the “Upload” button.

Upload files:{Drag-n-drop available for Silverlight only)

‘ 1-G30-UTILITY-C3D-G3.0.pdf F07.97 KB X |
‘ 1-CVR10-COVER.pdf 123 ME X |
‘ 1-G10-Master-SITE.pdf 441.82 KB X |
‘ 1-G11-SITE.pdf 362.78 KB X |

Total 0% \ 2.71 MB |

Cancel | | Upload |- Add more files |

9. Once the files have been copied to the upload window, click the “Close” button to close
out of the dialog box.

ePL NS*° Clese Window

CITY OF HILLSBORO

Your files have been uploaded.

1-A0.0 Arch Schedules-AD.0.pdf

1-41.0-Floor Plan-PLOT pdf

1-A1.3-Enlarged Restroom Plans and Interior Elev-A1.3.pdf
1-A2.0-Elevations-PLOT.pdf

1-AB.0-Misc Architectural Details-PLOT pdf
2-51.0-Foundation Plan-PLOT.pdf

DN

Close
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The folder list is replaced by thumbnail images of each file contained in the folder. Adjacent

to each thumbnail, the file name, author, date, and any relevant file icons display as indicated
in the image to the right.

|View Fol(lers| | Upload Files| Om @ Ei
Current Sort: - Select - -
A 5 1
BE O oaPDDa X&'
=] I:‘ P0.01 - LEGEND, ABBREVIATIONS AND GENERAL NOTES.dwf

51172012 12:38:27 PM, 238 KB
l -H - Kevin OTAK ARCHITECTS, INC
o
B SedX

= m P2.10 - RECREATION BUILDING UNDERGROUND PLAN.dwf V2
SMAZ012 12:38:27 PM, 212 KB
Kevin OTAK ARCHITECTS, INC

¥l asegax

-
F
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Accepting the Applicant Upload Task

1. Once you have completed your file upload, the next

Project Options. CompType - Title

step is to accept the Applicant Upload task as TrzeLAT? LY Carors Test laning uorow
indicated to the right.
e g ———— o
If you do not see the task assignment as shown, but — —
T77PLATT ApplicantUpload Applicant Accepted 3/4/2013 7:04:23 AM

have a Workflow Portal button as indicated below,

select this button instead and then accept the
Applicant Upload task:

4= Back || Forward ¢ rProjeTts T Fredile Lagout

/ 3 Workflow Portals /| €} Info ‘ 7] Notes ‘

The eForm will open as seen below. After reviewing the text highlighted in yellow, you have
two options to consider:

2. Upload Process Complete: Selecting this button will complete your review and once
finalized, you will no longer be able to upload additional files.

3. Continue Later: If you want to continue uploading files at a later date, select the Continue
Later button.

(DHilisbor

ePLANS™

B TR,

| Review Information Permit/Contact Information Checklist Ttems (0) Routing Slip

Review Coordinator Carol Brown ( Carol.Brown@hillsboro-oregon.gov )

Review Cycle 1

Workflow/Activity Name Planning_Plan_Review / ApplicantUpload

@ Activity Instructions Please upload all necessary drawings and supporting documents to the corresponding B
folders. When all files have been uploaded and the submission is ready for City of (=3
Hillsboro review, please click the '"Upload Process Complete' button at the bottom of this -

Current User Logon APPLICANT CAROL BROWN ( carolb@ci.hillsboro.or.us)

By clicking on the 'Upload Process Complete' button below, | acknowledge that | have uploaded all required drawings and to the folders and now

wish to submit for City of Hillsboro review.

[ Cuptoad Process Complete ) | ( Continue Later... )

4. You have successfully finished part one of submitting your plans electronically.
5. Please log out after your session.

Page 15 of 36
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Planning Preliminary Completeness Review

One hard copy of your full Planning application materials must be submitted to the Planning
Department for a preliminary completeness review. Once the materials have been reviewed
and determined to be complete, you will be invited to upload the electronic files to ProjectDox.

Building & Engineering Prescreening

Prescreening is a cursory review of your uploaded documents in preparation for formal review.
Depending on the Department you’re submitting for, please allow two (2) to three (3) working
days after you have uploaded your documents for the Prescreening process to take place.

Prescreen Rejection

If your Building or Engineering submittal requirements were not complete, you will receive a
“Prescreen Correction Request Task Assignment” e-mail notification that prescreening has been
denied and corrections are needed similar to the screen below.

1. Click the link in your email to access the ProjectDox site and log in as previously
demonstrated.

Prescreen Correction Request Task Assignment

Attention :

Your plan review submission for Application 1120111 - BLD_SWR -REGUS Tl is incomplete#f requires
corrections. A list of the outstanding items is available on the ProjectDox site.

When corrected plans and or documents are ready for re-submittal, please, Login to ProjectDox and follow
the instructions provided for re-submittal.

Please be advised when re-submitting drawings and/or documents:

+ All comrections must be uploaded using the same file names as the original submittal

+ Once corections have been uploaded for review, no additional submissions will be accepted
unless requested

* Please make comections and resubmit as soon as possible

Project: 1120111
Description |BLD _SWR -REGUS TI
Task: CorrectionComplete

Assigned by: | Carol Brown /
Project Access | Login to ProjectDox

If you do not have access to the specified folder or have questions related to this permit, please contact

the Permit Specialists at (503)-681-6144 or at building_dept@ci hillsboro.orus
For any technical issues please contact the System Administrator at pdoxadm@ci.hillsboro.or.us.

This is an automated email notification and this email account is not monitored. Please do not reply to
this email.

Page 16 of 36
Striving for excellence in public service is the objective for all of our work




ePLANS*

2. The task will appear at the bottom of the Projects screen below your current projects
(Home Page). Select the new Task.

2 project(s) out of 2 for Applicant TestAccount {pdoxtestapp@gmail.com) Recent Projects . All Projects Press Enter To Search:

Project Options CompType - Title Owner Status
1114466 043 BLD_3WR -CRAZY § #5282- CHG OCC +TI Tyson Florence Prescreen
Applicant Workshop o @ Demo Applicant workflow project Carol Brown Prescreen

[ ][« y [ m Page 1 of1 (2 tems)

@ject Name ? Attached To  Status  Assigned Time Updated On Updated By CompType - Title
Applicant Wurkshog Applicant Fending 5/28/2012 12:09:26 PM 5/28/2012 12:09:26 PM Demo Applicant workflow project

3. The corrections eForm, will open in a new window. After reviewing the information, select
the “Checklist Items (1)” tab. The (1) indicates the number of items that need your
attention.

| 28 [EImY OF HILLSBORO

ePL/'NS*™°

Review Information

Permit Information Contact Information Checklist Items (1)

Review Coordinator Carol Brown ( carolb@ci.hillsboro.or.us )
Review Cycle 1
Workflow/Activity Name COH_Building_Review / CorrectionComplete

@ Activity Instructions H Please review the Permit Clerks notes and submit the required drawings and documents.

Current User Logon Carol Brown ( carolb@ci.hillsboro.or.us)
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4. After you have compiled the missing or corrected drawings and/or documents to upload,
log in to ProjectDox (if not already logged in) and enter the project.

a. Upload the missing and/or corrected drawings and documents (see the “Uploading
Your Files” section for instructions).

b. Select the eForm with your task assignment as shown below.
Note: If the eForm is closed, you must initiate the “Correction Complete” task
identified previously.

c. Place a checkmark in the “I have uploaded the corrected...” and the “Corrections
Complete” button will become active. Upon completion, the City will be notified
that the files have been uploaded and will continue with the Prescreening process.

{ Review Information | Permit Information Contact Information Checklist Items (1) Routing Slip -

Cycle ID Group Comment Text Status Updated Update
1 BLD1 Permit Specialists Applications must be filled out in their entirety. -Caro\ Brown 4/11/2012 6:57:05 AM

Export to Excel

\V\ EW INTAKE CHECKLIST (1)

[ 1 have uploaded the corrected documents andfor drawings as indicated below

Flease fix this

Correstions Complete |[ save || saveandciose ][ ctose
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Prescreen Approved

If your submittal is approved, it will immediately move into the formal review process. You will
receive an email notification similar to the one below.

Applicant Review Status Notification

Attention :

The plan review submission for Application 1120111 - BLD_SWR -REGUS TI has been received and
distributed. All reviews are expected to be completed within 14 days of complete submittal date (the date
of this notification).

To track the status of your review, please log in and view the report titled "Current Project - Department
Review Status” in this Permit. You can see the report by clicking on the Permit, then the "Workflow Portals”
button and then the report.

Project: 1120111
Description |BLD_SWR -REGUS TI

Task: notifvAccepted App

Assigned by: | Carol Brown

Project Access | Login to ProjectDox

If you do not have access to the specified folder or have questions related to this permit, please contact
the Permit Specialists at (303)-681-6144 or at building_dept@ci.hillsboro.or.us.

For any technical issues please contact the System Administrator at pdoxadm@ci.hillsboro or.us.

This is an automated email notification and this email account is not monitored. Please do not reply to
this email.

Note: Depending on the Department submitted to, the email notification may vary.
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Change Nofification and Plan Resubmit

Corrections Required
If corrections are requested following the formal review cycle(s) of your drawings, you will

receive an e-mail notification from the City requesting revised documents similar to the
document shown below.

1. Select the link in your e-mail to access the ProjectDox site.

Applicant Resubmit Task Assignment

Attention :

Your plan review submission for Application 1120111 - BLD_SWR -REGUS TI has been reviewed, but has
generated staff comments or requires corrections. You may review the comments and drawing markups by
accessing the ProjectDox site.

When corrected plans and or documents are ready for re-submittal, please, Login to ProjectDox and follow
the instructions provided for re-submittal.

Please be advised when re-submitting drawings and/or documents:

» All corrections must be uploaded using the same file names as the orginal submittal

» Once corrections have been uploaded for review, no additional submissions will be accepted
unless requested

» Please make corrections and resubmit as soon as possible

» Forquestions regarding plan review corrections, please contact the plan reviewer responsible for
your review, which can be found in the review section of the eform related to your task

Project: 1120111

Desaiption |BLD_SWR -REGUS TI
Task: ApplicantResubmit
Assigned by: | Carol Brown

Project Access | Login to ProjectDox

2. The “Applicant Resubmit” task will display at the bottom of the main page with your project
number under the heading “Project Name” i.e. STR15-00010. Click on Applicant/Resubmit
to access comments and mark-ups.

Project Hame Task Attached To Status
1120111 ApplicantResubmit Applicant Fending
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Tip: If you have entered the drawing first, then select the “Workflow Portals” button in
the upper right corner which will show you the list of task assignments. Select the
“Applicant/Resubmit” task as indicated in the previous step and the second screen
shot below.

1120111 [ Sac | [Formara = | proeo¥} et T [Prome ) ] (@] [Losoue | | [mamun |

Main Contact: GROUP MACKENZIE WB info | | £notes | | & Eat |
Folder: 1120111\Drawings (12 Files- 1 New) BLD_SWR-REGUSTI

-

| View Folders | | Upload Files | O M@ @[y |Projectinfo | Reports
CumentSort |-Select- v Project Name: 1120111
= o iption: -
= 0 | =2 % [T * £ @ Description: BLD_SWR-REGUS TI
= [[] 0-CR1.1-Code-Floor-PLOT.pdf Project Image: I

I o5 6 40:8 P, 860 KB

Tyson Florence Site Address: QS;\?ENRWTS\NEERGLEN PRWY 400,

B SaNdlX
] Applicant Name: GROUP MACKEMNZIE

=] [[] 1-CVR10-COVER paf Applicant Email: nbekken@arpmack.com
| ] i .
i 4/9/2012 1:57:16 PM, 1.3 MB Applicant Phone: 503-224-9560
Tyson Florence Applicant Cell Phone:
b "
&, & AN P Applicant Pager:
Project Owner: Carol Brown
L []1-510-Master-SITE.pdf Owner's Email: carolb@ci.hillsboro or.us
= SENBETE L R Project Admins: Tyson Florence, ProjectDox Admin
Tyson Florence .
o o X Status: Out For Corrections
@ = Status Info:

) _ Start: 2/22/2012 10:34:54 AW | End:
= []1:G11-SITE.pdf Project Startend: 2515012 10:34:53 Al

4/82012 1:57:16 PM, 371 KB ; .
W‘b 8 T . Pass-Through: mov, wmv,.avi bt html install .config, mp4
yson orence
; T o M Versioning: Enabled for this project L |
—_— l =

1120111 | <= Back || Forward = || Projects || Reports || Profile | |

Main Contact: GROUP MACKENZIE [ BWorkflow Portals | | @ nfo | [ #notes | | EEai |
Folder: 1120111\Drawings {12 Files - 1 New) BLD_SWR-REGUSTI
| View Folders | | Upload Files | O i @ |f|

[ Show Al Tasks For All Users

curentsot. |-Select- [v]
s
HE O oaNDaXL?
[[] 9-CR1.1-Code-Floor-PLOT.pdf

=]
.
2/5/2012 6:49:39 PM, 880 KB
Tyscn Florence
BSeAX
|
=]

R

Task

ched To Status Assigned Time Updated On Updated By Action

ApplicantResub... plicant Pendi... 4M6/2012 6:23:05 .. 4M6/2012 6:23:05 ..
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Accessing Checklist items and Changemarks

Open eForm to view and download all Project-related Checklist Items and/or Changemarks.

1. The eForm and drawing markups provide a complete correction package from all reviewing
departments and disciplines. Go to the “Checklist Items” tab indicated below. Checklist
items are in the first screen shot, Changemarks in the second

Review Information Permit Information Contact Information Checklist Items (4) ” Routing Slip

B

Cycle ID Group Comment Text Status Response Updated Update
06/16/12: Mechanical ventilation of spray&#172;ing areas
1 MECH<1 Mechanical shall be provided in accordance with Sections 502.7.2.1 g?;?wln ?g‘?‘;z?%zpm
through 502.7.2.7, OMSC 502.7.2 T
. 06/16/12: Mechanical ventilation shall be kept in operation Carol 6/16/2012
L RIECES i Schan el at all times while spraying operations are Brown 11:45:07 AM  |=
1 MECH4 Mechanical 06/16/12: Energy Compliance forms InfoOnly caral 6/16/2012

Brown 7:39:53 AM
06/16/12: Structural calculations and drawings stamped

. by an Oregon registered engineer or architect for Carol 6/16/2012
4 RIECUZISehanical suspended or roof top mechanical units exceeding 400 LufeCny Brown 11:07:58 AM
Ibs.

]
Download Checklist Ttems
Respond to Checklist Comments..j

Refresh Changemarks...

Resolved Cycle Department file Markup Summary Description Applicant Response

Hame

f16/12:
frems e rs mae  SSISTE et rmise st pode s domente
Life Safety 12 dwf CBROWM hood > quip
—_— sheets for review and approval_

Fire and A2 FLS- Range 06/16/12: Please provide the residential range cut
Life Safety 12.dwf CBROWVM a sheets for review and approval_

| Save Changemark Updates |

I%Show All Changemarks for All Cycle/

| Download Changemark ltems |

One or more departments may use the “Checklist ltems” or “Changemark” features in
the eForm. For Checklists, a consolidated list of all feedback not related to a red line are
available for the applicant’s review. Each comment will be indicated as "Met", "Not
Met" or "Info only".
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To export the Changemarks and Checklist items, follow the steps below:

C.

ePLANS*

Select “DownloadChecklist Items” or “Download Changemark Items” (identified with red
arrows above) to view the associated report. Both reports will be exported to Word and
used for the applicant's response.

When the report opens, select the preferred format for download as indicated below.

4 4 |z of

1k K

[100% v

Find | Next

Select a format %Ex:crt B S

CIFY OF HILLSSORO

ePL/ NS*°

Select a format

XML file with report data
CEV (comma delimited)

PDF
MHTML (web archive)
Excel
LT

Current Project - Checklist Report Werd
Export Formats|
Cmn[ll;:nl - Group Name - Cycle * Comment Text ~ Comment Status -

ELECL Electrical 1 Reviewed drawings for code compliance InfoOnly
ELECZ Electrical 1 Energy compliance forms missing NotMet
BLD77 Permit Specialists 1 Battery amperage calculations NotMet

Professionally signed and stamped drawings and
ELECG Electrical 1 documentation shall have review comments submited by the | NotMet

design architect or engineer of record.
ELEC4 Electrical 1 Approved plans must be on the censtruction site InfoOnly

Select the “Export” hotlink.

oft Pl

Find | Next

el 2
-~

File Download

Do you want to open or save this file?

@Jj Mame: Current Project - Checklist Report.doc
= Type: Microsoft Office Word 97 - 2003 Document

From: eplans.ci.hillsboro.or.us

Open l [ Save M 'I_ Cancel ]

While files from the Intemet can be useful, some files can potentially
ham your computer. f you do net trust the source, do not open or
save thisfile. What's the risk?

a

IMPORTANT: These reports are provide for reference only. All responses for Checklist items
and Changemarks will be added to the eForm in the location provided.
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Open Drawings to view all Project related Changemarks

[ View Foiders | me;l om®
1. If youare in the Drawings Folder reviewing your Cumnt S| - Select- v}
BB 01%00

drawings, you can access the Changemarks by
selecting the red exclamation as indicated here.

If no red exclamation is present, then there are no
associated Changemarks on that drawing sheet.

[J1-A2.0 Arch Schedutes AD O pdt
22172012 29135 PM, 670 KB
Pdox TestYahoo

ae

[ 1:A5.0.4850 Archiectural Details PLOT pdf
3217201221128 P\ 144 KB

Pocx TestYaheo

2. After selecting the exclamation mark to open the Markups screen, select the discipline you
want to review. If multiple disciplines appear, select the ones of interest and click the

“View” button.

ePL NS*°

CITY OF HILLSBORD

Markups attached to A2-12.dwf

Delete View Markup Name Author Date
FLS-CBROWM Carel Brown &M16/2012 10:50:12 AM

—_— Clear All
%
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3. All Changemarks will display in the upper right pane.
As you select each Changemark in A, the text in B will reflect the comment.

5. Asyou select each Changemark in A, you will automatically zoom to the corresponding
redline on the drawing from each reviewer.

v

= Bl s
4 o= ale
EEajlvnEEdEd
M o-0

B Tyson Florence 04/10/2012
- | 06221

Stairs must be shown with appropriate
ssed on required

depth of con
standards

g RaL TRk - sEE
STRUCTAM. DETALS TP

Tip: If you do not see any Changemarks on your drawings, you selected the drawing or
drawing hotlink instead of the red exclamation point. Close the drawing and go back
to Step 2.

|Uiew Folders | | Upload Files | O i @ |_—[i

Gurent Sort. | - Select - v
=
B O

= 0-CR1.1-Code-Floor-PLOT. pdf
5 3/5/2012 6:49:39 PM, 660 KB

Tyson Florence

|* Tyson Florenoe

B an

:l 1-G10-Master- SITE.pdf
42012 1:57:18 PM, 452 KB
Tyson Florenoe

B S e
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Respond to Requested Changes

1. Once you have updated your drawings and documents as requested and clouded all
changes, upload your revised drawings as previously described.

IMPORTANT: File names must be the same as previously submitted.

Folder: 1120111'\Drawings {22 Files - 0 New)

Cm@m@m

Cumant Sort: i-SE|ECT- M
oo [B% Chalh &0 e o 00

View Foltlerp | | Upload Files |

— — — =

a. Ensure revised drawings are uploaded to the Drawings folder and revised supporting
documents to the Documents folder. The Planning Department may advise to upload
information to the Information Documents folder.

Tip: Please see page 8 for information on Folders and content

.3 Documents

""" 3 Information Documents

-3 Documents
-3 Approved

PLANNING ENGINEERING BUILDING
=~ Planning @ Engineering
[Z3 Drawings Lj Drawings = Building

-3 Drawings
-3 Documents

{23 Decision -3 Approved AsBuilts -3 Approved
b. When successfully uploaded, all revised E [ A0-01 dwi V2
drawings and or documents will be mrmmred 41112012 11:59:27 AM, 546 KB

TFD1 Demo User

illustrated as follows:

: :ﬁi\g

B S e

IMPORTANT: If you do not see a red V2 or V3 etc., depending on the number of re-
submittals, your files were not named the same and must be resubmitted.
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Respond to Checklist items

ePLANS*

1. Once the eForm opens, on the Checklist Tab, select the “Respond to Checklist Comments”.

Cyde ID Group

1

1 MECH2 Mechanical

Comment Text

06/16/12: Mechanical ventilation of spray&#172;ing areas
1 MECH41 Mechanical shall be provided in accordance with Sections 502.7.2.1
through 502.7.2.7. OMSC 502.7.2
MECH42 Mechanical 06/16/12: Mechanical ventilation shall be kept in operation Carol
at all imes while spraying operations are

1 MECH4 Mechanical 06/16/12: Energy Compliance forms

Carol
Brown

06/16/12: Structural calculations and drawings stamped
by an Oregon registered engineer or architect for
suspended or roof top mechanical units exceeding 400
Ibs.

Brown
InfoOnly g?orev"n
InfoOnly g?;‘:v"n

load Checklist Trem.

D
| Respond to Checklist Comments... | +—

Status Response Updated

Update

6/16/2012
12:14:17 PM

6/16/2012
11:45:07 AM
6/16/2012
7:39:53 AM

6/16/2012
11:07:58 AM

¥

Tip: In addition to uploading new drawings if needed, all “Not Met” items must be

responded to stating the corrections made on the drawings.

2. The following form will open in a separate window. Insert the current date and add your

responses where indicated below and select “Save and Close”.

a.

[SELECTED CORRECTIONS

GROUPHAME

CATEGORY3

Mechanical General
Mechanical  Spray Finishing
Mechanical — Spray Finishing

COMMENT

0B16(12: Structural
calculations and drawings
stamped by an Oregon

registered engineer or

architect for suspended of roof
top mechanical units

06/16/12: Mechanical
ventilation of spray&#172;ing
areas shall be provided in
accordance with Sections
502.7.2.1 through 502.7.2.7

OMSC5027.2
06/16/12. Energy Compliznce [
forms not prodded

1122076 : Applicant

RESPONSE

Add your O
responces Info
below onr

STATUS UPDATED BY

Not
Garol Brown
Met |\ o

I 5]

B/18(12: Venilation
requirements are
accurate based on Info @]
section 502723 only

et BN Garol Brown
Met

O

06HBA2: Energy O

Complianceforms
uploaded to Info
Documents folder only

O

Wet N”‘ Carol Brown

[
| pcdate Correction List

<
][ | saveanaciose | |75

STATUS

UPDATED REBONE

61612012
11:07:58 AW

61612012
121417 PM

61612012
11:45:07 AW

If multiple responses are made between review cycles to the same item, insert

the most current date / response at the beginning (in front of) the previous

comment (example above does not reflect multiple responses).
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Respond to Changemark Items

1.

ePLANS*

Select the “Show All Changemarks for All Cycles” to see previous comments.

2. Continue to scroll down to the “CHANGEMARKS” section. Add the current date and

responses to the “Applicant Response” column.

a. If multiple responses are made between review cycles to the same item, insert the
most current date / response at the beginning (in front of) the previous comment

(example below does not reflect multiple responses).

Filter by Def nt: .\_‘

Refresh Changemarks.

{ Resolved File Cycle Department file Markup  Summary Description

Applicant Response

Name

. . |06/18/12: Equipment cut
T A LS Ramge e ateite in equpment o | neet2 pravides, plans
Life Safety 12.dwf CBROWN hood quip
sheets for review and approval.

revised as required.

1 Fire and  A2- FLS- R 06/16/12: Please provide the residential range cut Prov'fje
Life Safety 12.dwf CBROWN 2'3% sheets for review and approval. response here.

[ s [

| [ Show All Changemarks for All Cycles |

Download Changemark ltems

If issues still remain, the Plan Reviewer will respond using the “Reviewer Response”

column. If the Reviewer Response column is not visible, use the Changemarks section scroll

bar and adjust to the right.

Harkup [t

10T Cormuchid B gliies 1308H T RESOLVED

13- Saw "
En: Sirent VIOHTT Eaecsl widh i VIR T Mo medtnsmanty
B prall wiih WAL E T TN 1 v
"‘gl:l:l::tunr:g-]@-f RO Section Spacty o D Bl e pONE SER3N 2 Tound o mid point
C13-B4 o, 1B T COrparin i regusbe VOB Do ol mad slandss
ring Flan e N e NN A2 Doy mol conberm 16 COH MC 100234 h‘:-‘f-'l.‘-'!a" Adrinhed per oo AN Dy rol Sppet Io
(Riebecancs) ot ZERTHEN design retarenced ety il par e sy
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IMPORTANT: The following section should not be completed until your revised drawings and
responses to Checklist comments and Changemark items have been uploaded.

4. The Task Instruction section at the bottom of the eForm contains 4 checkboxes that must be
checked before you can complete the revised submittal process.

have reviewed and addressed the Checklist Comments provided on the "Checklist” tab above. Please click on the tab and review each item. Each comment will be
ndicated as "Met", "Not Met" or "Info Only™. If you would like to export a list of the comments to Excel, click on the "Export to Excel” link in the lower left hand corner of the
Checklist items panel.

have clouded all plan changes and a revision delta has been provided indicating the revision date.
have responded to all plan review items in writing, uploaded the response document to the "Documents” folder and incorporated all applicable changes on the plans.

have uploaded the revised drawings into the "Drawings” folder and, if requested, uploaded any revised documents into the "Documents” folder using the SAME file name as

he original files.
| Complete I? Save And Close

5. When you are ready to complete the task and exit the eForm, select the “Complete” button.
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Final Steps — The Approval Process

Each Department has a slightly different Approval process but in general, once approved by all
Plan reviewers, all plans will be electronically stamped by the City and processed as follows:

e PLANNING: When the project’s notice of decision is finalized you will receive an email that
the decision is available in the ePlans360 “Decision” folder. This may be an Approved,
Approved with Conditions or Denied status.

e ENGINEERING: Approved drawings and associated documents will be located in the
“Approved” folder.

e BUILDING: When the plans are approved by all reviewers, you will receive a “Final Fee
Payment Due” email with instructions from the City of Hillsboro not ePlans360. Upon
receipt of payment, the plans will be electronically stamped.

----- =3 Documents

----- 23 Information Documents

-3 Documents

----- |3 Decision

g Approved
- Approved AsBuilts

PLANNING ENGINEERING BUILDING
& Planning @ Engineering
{23 Drawings -3 Drawings E- Bullding

-3 Drawings
-3 Documents
L] Approved

Printing Approved Plans

You will receive an ePlans360 e-mail indicating that your approved drawings and documents

are ready with instructions on how to download and print your files.

e PLANNING: Land Use Approval (Notice of Decision) documents must be submitted with
your Engineering and Building electronic submittal.

e BUILDING: You will be required to print one copy of approved drawings and documents and
have available on site for inspection(s).

(] (] (] )
Engineering AsBuilt’s
Engineering AsBuilt’s will be required for submittal when the physical construction of all public
improvements is complete. All drawing files must be named the same as the ‘Approved’ set of

construction drawings or they will be rejected. There are no additional fees for the AsBuilt

review.
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Building Deferred, Revisions and Master
Permit Submittals

For first time users, you will need a ProjectDox Login password to access the online application
form. Please contact the appropriate department for assistance if you do not have an approved
account before using the online form.

Planning 503-681-6153
Engineering 503-681-6147
Building 503-681-6144

IMPORTANT: Without prior authorization there is no ability to upload.

1. Submit your application using the online Permit Application form
2. A webpage will display similar to the image below
3. Enter your email address and ProjectDox password and select the Login button

“:)Hillsbogsgg

ePLANS™

Welcome to the City of Hillsboro's
Building eSubmittal form

Please enter your e-mail address and password to continue
E-mail youremail@address.com

Password: ~ esssess |
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4. Complete all (Required) fields on the application form below.

| |
H

Submittal Name: (Required HLLSBORO CIWIC CENTER Deferred Alarm

Submittal Description: {Required Deferred Alarm

86 Characters Remain{s)

Building Permit #: {Required TIFTTTT
Submittal Valuation: (Required TBD
Your Project Number: FIFTTTT-HLLSBORO CIWIC CENTER Deferred Alarm
Al Characters Remain(s)
Twpe of Project:
[
Applicant First: (Required) Roger
Applicant Last: (Required} Jones
Applicant Email: (Required) roger jones@myemail.com
Applicant Phone #: (Required) 555-555-1212

If the person responding to plan review comments is diferent than the Applicant identified above, please enter the Contact information below
Contact First: Bill

Contact Last: Moore

Contact Email: roger jones@myemail.com

Contact Phone #: 555-555-1213

Additional Notes: [=]

Submit Application

NOTE: move your cursor over the field label to see additional information. Click the ‘Submit
Application’ button at the bottom of the form when your application is complete

6. Once submitted, you will receive a Thank You page similar to the image below. If you have
more than one application to submit, simply click “Submit Another” to open a new
application form or close your browser to exit.

Thank you
for your submittal

nf ur request b
hin 15 minutes,

7. An email confirmation will be sent to you in response to your upload request. Your request
will be forwarded to a Permit Specialist for review.
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Standards

Digital File Requirements

ePLANS*

e Drawing Files: Each sheet / page of the drawing shall be uploaded as a separate file and in
landscape view. Drawing files will be rejected if uploaded as a multi-page document or

incorrect orientation

e Supporting Document Files: All files required as part of the application submission, other
than drawing files, e.g., Structural Calculations, Geo-Tech Reports, Easement Letters,

Application Narrative and Certifications, shall be uploaded as individual multipage

documents.

Border and Reserved Space Standards
It is virtually impossible to predict each individual or company’s unique border sizes and title

block areas. As a result, the following locations are offered as guides to ensure that when

printed, the Approval Stamp is visible and not truncated.

8.5"x 11"
1" x 17"

247 % 387

34" x 487

Upper right carmer
Upper right corner

5" from upper right edge of page inset to 8"

Top edge inset down to 3"

5" from upper right edge of page inset to 8"

Top edge inset down to 37

m STAMP LOCATION

RESERVED SPACE

(Dimensions)

20"x2.07
20"x 207

3.0"x3.0"

30 x3.00

e An area located in the top right corner of all drawings shall be reserved for the City of

Hillsboro electronic stamp. Our stamp location will allow for a %2” border.

SAMPLE
24x36

N [ —

3||

SAMPLE
11x17

20"

—)
20"
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File Type Standards

e Supporting Documents: Searchable PDF files are preferred for calculations, reports and
other non-drawing files.

e ProjectDox does not support 3D files at this release. If you are interested in submitting a 3D
file please ask us about it.

e |If applicants choose to create PDF files, we would like them to be “Smart PDF’s” i.e. text
searchable, maintain layers and retain calibration settings.

The following table highlights acceptable formats.

DRAWINGS .PDF & .DWF

P .°DF, .DOC, .DOCX, XIS, XLSX, .PPT, .PPTX, .PPS, .PPSX
elet Tl PG, .TIF, .TFF, .PNG, .IMG, .BMB, .TXT, .VSD, .RTF

Electronic Stamps and Signature Standards

e All files must be electronically stamped with a signature per Oregon Statutes and Oregon
Administrative Rules. There are specific provisions for electronic signatures within the Rules
and Regulations. Architects and Engineers are responsible to meet the rules. The following
links are provided for further information:

Architects: (Oregon Secretary of State Archives Division)

Engineer :(Oregon Secretary of State Archives Division)

e Electronic stamps and signatures shall be inserted as a JPEG image.

Drawing Scale Standards

e All plans must be drawn to scale.

e All drawings must be calibrated. This calibration shall be saved in the drawing ensuring it is
available to the reviewer.

e Each sheet must have an independent scale i.e. 1in = 40ft or 3/16in = 1ft

e When more than one scale is used on a sheet, an independent scale must accompany the
applicable detail.
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http://arcweb.sos.state.or.us/pages/rules/oars_800/oar_806/806_010.html
http://arcweb.sos.state.or.us/pages/rules/oars_800/oar_820/820_010.html

ePLANS™

Troubleshooting Your Installation

Vista and Windows 7 Install Instruction:

Sometimes users will encounter errors or issues as a result of incomplete installation of the
client components. This is often caused by permissions issues. The instructions below have
proved useful in resolving the security/permissions issues and getting a successful installation.
The account executing these steps will need administrative privileges on the computer.

Uninstall-reinstall City Of Hillsboro Electronic Review components

If the operating system is Vista or Windows 7, the user will need to turn OFF UAC (User Account Control)
first.

Additionally, if using Internet Explorer (IE) 8, turn off protected mode. Turning off UACin
Windows 7 also disables protected mode for IE8.

Turning Off UAC in Windows Vista and Windows 7

The following link explains how to control UAC in Windows Vista and in Windows 7. You'll only
need the first few directions and screen shots, the rest is blog.

http://www.howtogeek.com/howto/windows-vista/disable-user-account-control-uac-the-easy-

way-on-windows-vista/

Turning off Protected mode in IE8

The next link explains turning off protected mode in IE8 (apparently turning off UAC in
Windows 7 also disables protected mode for IE8)

http://www.sevenforums.com/tutorials/63141-internet-explorer-protected-mode-turn-
off.html

Upon completion of the above, follow the remaining steps:

Remove ALL ProjectDox components on the client computer:



http://www.howtogeek.com/howto/windows-vista/disable-user-account-control-uac-the-easy-way-on-windows-vista/
http://www.howtogeek.com/howto/windows-vista/disable-user-account-control-uac-the-easy-way-on-windows-vista/
http://www.sevenforums.com/tutorials/63141-internet-explorer-protected-mode-turn-off.html
http://www.sevenforums.com/tutorials/63141-internet-explorer-protected-mode-turn-off.html
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1. Check for presence of program, and remove if found, using either a. or b. depending on
version of operating system your are using:

a. VISTA, Windows 7 - Using Control Panel (in classic view) -> Program Features, if
ProjectDox Components is listed then select REMOVE.

b. XP — Using Control Panel -> Add/Remove Programs, if ProjectDox Components is
listed then REMOVE

2. InInternet Explorer (Internet Options->Browser History->Settings->View Objects -
remove anything Brava, ProjectDox, or Xupload).

3. After the above is completed, delete these directories and their contents: IGC (in
Windows Vista or 7, do a search for the filename IGC to locate, then delete)

a. In XP Documents and Settings->User Account->IGC

b. In XP Program Files->Avolve->Components).

If Vista or Windows 7, UAC must be OFF for the following to work:

You can reinstall the ProjectDox components by clicking on the link on the login page. Once the
components are installed, you can turn UAC back on.
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